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INTRODUCTION
The internship conducted at the Western Michigan
University Regional Center in Benton Harbor was designed
to provide both general administrative experiences
and more specifically, administrative curricular
responsibilities in higher education.

The internship

was arranged with Stephen R. Nisbet, Director of the
Regional Center, during the Winter Semester of 1975
for a minimum of two hundred forty hours.
During the eleven weeks in residence, the intern
derived experiences in the following areas:
1.

General administrative skills associated with
a Directorship.

2.

The administrative procedures required in the
admission and registration of students.

3.

Academic counseling of students.

4.

Logistical support to the off-campus instructor
in the areas of testing, audio-visual, and
library service.

5.

The curricular development of classes for a
future session.

6.

Conducting a survey of all Winter Semester
students as to desired future classes.

7.

Conducting an analysis of past schedules to
provide enrollment trends at the extension
center.

8.

Recommending to the Director the classroom
space needed for the Spring Semester.

1
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The internship also provided an opportunity to
interact using Human Relation Skills with:
1.

The Dean of Continuing Education at Lake Michi
gan College who allocates rooms needed by the
Extension Center.

2.

The Director of the Evening College at Lake
Michigan College who supervises the evening
classes.

3.

The Dean of Library Services at Lake Michigan
College which supplies audio-visual and library
support to the off-campus professor.

4.

The Director of the Counseling Center at
Western Michigan University and staff members
who provided counseling at the Regional Center.

5.

The various off-campus professors who con
ducted classes both at Lake Michigan College
and at the Center.

6.

The Director of Michigan State University
Regional Center and his staff.

The intern discovered, throughout the field project
that the position of Regional Director was multi-dimen
sional.

The Director must understand the functioning

of the Admission's Office, the Registration Office,
academic records, scholarships and l oans, tuition re
funds, and be able to provide basic counseling in all
academic areas.

The Director must also be a curriculum

specialist, as the vast majority of his responsibilities
lie either directly or indirectly in the area of curricu
lum.
In addition to the above competencies which must
be possessed by the Director, he must also act as the
off-campus ombudsman in his interactions with many
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students.

The Regional Director is considered as

"the University" to the thousands of people within the
service area of the center.
As a result of the internship experience, the
intern has a better understanding of the leadership
process and the role of the Director in achieving the
curriculum goals of a University Regional Center.

R eproduced with permission of the copyright owner. Further reproduction prohibited without permission.

THE UNIVERSITY REGIONAL CENTER
Historical
The concept of the University Extension started at
Cambridge University in England as a lecture series.1
Within the United States, the origin of this con
cept was divorced from the University.

There were a

number of evolutionary social institutions which contributed
to its birth.
1.

Among these were:

The American L y c e u m ^ which was founded by Josiah

Holbrook in 1826.

This was a lecture system and

public forum which had as its purpose the instruction
in useful information and the increase of self
culture.

These lycea increased rapidly to nearly

30,000 by 1839.
2.

The public school movement which, when universally

accepted for the youth of our culture, was responsible
for the extension of this concept to provide
additional education to the adult population.3
3.

The Chautauqua movement which consisted of

a series of conferences first established for Sunday
school teachers in 1874.
to

This was later expanded

include topical seminars in science and social

issues of the day, in addition to religious s u b j e c t s . ^

4
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5
4. The correspondence school which was organized to
provide study either in groups or individually
within the home.

The demand for these courses

caused a vast increase in the curricular offerings
and became the basis for the International Corres
pondence School

(ICS).®

5. Library extension centers which were formed by
leading libraries of the day and provided lectures
on all areas of the Humanities, the Social Sciences,
and the Natural Sciences.®
The marriage of the Regional Center and the University
came in 1892 when William Rainey Harper set up the Divi
sion of University Extension as one of five colleges
for the then new University of Chicago.

The purpose of

the Extension was to "offer college courses for college
credit by lecture study, class study or correspondence
study".7
From its early beginnings, the concept of the Uni
versity Extension increased rapidly.

Between 1891 and

1906 twelve institutions organized extension teaching
and by 1913 twenty-eight others had joined the procession.®
Today almost all American universities provide some
type of service to the general public over and above that
which is considered conventional collegiate instruction.
Along with the rise of the extension concept emerged
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several national organizations which were formed to foster,
clarify, and coordinate the University Extension efforts.
Among these were the Association of University Evening
Colleges, the National University Extension Association
(NUEA), the Association of State Universities and LandGrant Colleges, and the

(Cooperative) Extension Committee

on Organizations and Policies

(ECOP).

The most active of these National Organizations is
the National University Extension Association which came
into being as a result of the second national conference
on University Extension in 1915.

The purpose, as stated

in its constitution, "is the establishment of an official
and authorized organization through which colleges and
universities and individuals engaged in educational ex
tension work may confer for their mutual advantage".^
Mission
The major mission of the University is to make the
resources of the University available to as many of its
constituents as is economically feasible.

One of the

major characteristics of the modern university is its
extension service which allows the broadening of the
university's resources beyond the confines of the campus
to serve all the clientele within its geographical area.
This clientele is increasing rapidly, for in 1972 more
than half of all higher education students were part-
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time students.10
In its broadest sense, the University Extension is
an institutional state of mind which views the university
as an instrument rather than a p l a c e . H

The University

Extension therefore asks a community of scholars to make
itself as useful as possible to the community from which
the institution draws its support.
The one single concept recognized as having occurred
during the past fifty years is the rapidity of change.
More than half the jobs and occupational areas open to
an individual today were not even existent when his parents
were entering the job market.

It is estimated that a

worker entering the job market today at age twenty
will go through seven major retraining periods in his
forty year career.1^

In order for man to survive in

this rapidly changing society, he must accept continuous
re-education as a way of life.

More advanced training,

especially in the post-secondary area, is necessary.13

Both

career shifts and career cycles will be of considerable
concern to educational institutions in the future.1^
To provide this training, the University must
be available to its clientele.

The time is past

when the university can expect all of its prospective
clientele to come to it.

If the university hopes to fulfill

its role, then it must come to its constituents.

It

is this purpose for which the University Extension was
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designed.
The growth of this concept of extended education has
produced some confusion in terminology.
It is therefore necessary to distinguish between
the terms Adult Education and Continuing Education.
Adult Education is defined by Houle^S as "The process
by which men and women
settings)

(alone, in groups, or in institutional

seek to improve themselves or their society by

increasing their skill, their knowledge, or their sensi
tiveness".

Under this definition, all applicable learning

for those beyond the age of majority is classified as
adult education.

The concept of adult education has been

with us for a long time, however, today, more than ever,
the context of lifelong learning is taking over.

Alford^

indicates a new term is needed to suggest "the single
intergrated process from pre-kindergarten to post-retire
ment" demanded by the knowledge explosion of the twentieth
century: a more appropriate term is Continuing Education.
With the growing acceptance of the term Continuing
Education, the University Extension Division has evolved
into the Division of Continuing Education and the Benton
Harbor Extension Center, likewise to the Benton Harbor
Regional Center for Continuing Education.
The mission of Continuing Education is to provide
opportunities for all citizens to earn credits toward
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degrees in a large curricular area as well as an oppor
tunity to enroll in a wide assortment of non-degree,
non-credit programs.
Within the St. Joseph-Benton Harbor area are three
levels of Continuing Education at work.

The local second

ary schools provide adult education primarily in the
special interest category, although their offerings
do allow for increased skills in remedial areas as well.
Lake Michigan College provided college courses for the
first two years of a Baccalaureate Degree, and in
addition, a wide variety of adult education courses in
the special interest category under its Division of Commu
nity Services.

Verner-^ indicates that institutions

which offer both credit and non-credit programs tend to be
geared to adult needs and interests and therefore reflect
a freer curriculum.

Western Michigan University Regional

Center provides, primarily, credit courses at the junior,
senior, and graduate level culminating in the baccalaureate
or advanced degree.

According to Hesburgh^-® different

institutions have different clienteles and therefore the
contribution of each institution to the total effort will
be distinctive.
With three levels of continuing education at work in
a single community, coordination among these institutions
is

m a n d a t o r y .

19

The simplest form of cooperation is

that of informal agreements among program administrators
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of the institutions involved.

These agreements tend to

set boundaries for spneres of activity, thereby reducing
areas of conflict.20

Types of Extensions
There are three basic types of extensions, although
the demarcations between these is vague.21
1.

The Geographic Extension is characterized by

the curriculum reflecting many of the same courses offered
at the home institution.

The curricular offerings are

directed primarily at students working toward conventional
college degrees.

The curriculum is accomplished by means

of off-campus classes, correspondence instruction, and
television courses.

The key word in the Geographic Exten

sion is the "need" of the student.

This concept, while

expanding the university audience, tends to limit the
curriculum to those courses that are currently available
in residence.22
2.

The Chronological Extension is often referred to

as continuing education.

The Chronological Extension

moves away from the standard on-campus curriculum to
include educational activities for adults who have
completed their formal schooling.

The curricular offerings

are accomplished by means of conventional classes as well
as short courses, seminars, institutes, and lecture series.
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The Chronological Extension is therefore characterized by
both credit and non-credit education, but the primary
motivating factors are the "needs and desires" of the
constituents.
The Functional Extension is often associated with

3.

the term Community Service.

In its broadest sense,

the Functional Extension provides the resources of the
University to all individuals within its geographic
boundaries, both youth and adults.

The motivating

factors associated with Functional Extensions are the
desires and interests of the students.

The curriculum

within this type of extension would be all inclusive with
both formal and informal experiences provided in any and
all areas.

The concept of the functional university

extension is not new, but has been discussed since 1915 when
first proposed by Van

H i s e . ^ 3

Western Michigan University Regional Center
Western Michigan University utilizes the QuasiGeographic type of extension which provides, primarily,
for the extension of the on-campus curriculum to offcampus locations.
The course curriculum of the Regional Center is
controlled by the on-campus department, both as to the
courses allowed off the main campus and the selection of
the instructor to teach the course.
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Although this control by the on-campus departments
does much to limit the curricular offerings of the
Regional Centers, it does have one major advantage that of maintaining the same standards as occur on campus.
This standardization of courses both on and off campus
has done much to answer some of the major opponents of the
Extension concept who have termed it "a deplorable excursion
into vocationalism which would disintegrate the University
as an organic whole; a service station concept of education".
The utilization of on-campus staff to teach in the
Regional Center also adds continuity to the curricular
offerings through the department.

In the past, the

connoctation of teaching off-campus was questioned.
Strother25 indicates that an ailment of the University
Extension was "Academic Anemia, a condition that was
diagnosed by the low academic status of those who
taught at off-campus locations at odd hours".
This perception of low-academic status has changed as
more on-campus faculty have become interested in teaching
at the Regional Centers.

This is due in part to: 1) the

universal, natural instinct for self-preservation due to
lower enrollments in some on-campus departments.26
2) The low salary increases of most university faculties
and the fact that the Extension classes are considered
as overload pay.

In this regard, there are two major
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segments of instructional staff presently teaching at the
Benton Harbor Regional Center - those relatively young in
structors whose salary is low and those instructors who
have been with the University for many years and are
motivated to build their retirement.

For whatever the

reason, more and more on-campus instructors are traveling
to the Regional Centers.

It is these instructors who are

becoming the most supportive of the concept of Continuing
Education.

Ratchford^? indicates that while the extension

has been criticized in the past, it is becoming recognized
as being innovative, relevant and a pioneer in the use of
educational technology.
A major reason Western Michigan has choosen the
Quasi-Geographical Extension rather than the Chronological
or Functional is due to the academic environment in which
it finds itself.
The presence of other institutions of higher learn
ing throughout the geographical area encompassed by
Western Michigan University makes it mandatory that cooper
ation between the Regional Center and these insitutions
take place.

Within ten miles of the St. Joseph - Benton

Harbor area are located Andrews University, Lake Michigan
College, Michigan State Regional Center in addition to
the Western Michigan University Regional Center.

The pool

ing of resources through consortia of institutions has the
aim of making sure that virtually all citizens have access
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to continuous learning of higher q u a l i t y . T h i s
cooperative relationship between the area's institutions
of higher education allows a better curricular offering
through combined classes.

The offering of combined

classes by both Western Michigan and Michigan State is
taking place at the present time and allows a student to
register for a course from either institution.

This has

the advantage of broadening the curricular offering to
include those courses which might be of such low enrollment
that neither could justify the expense alone, but which
when offered together, is economically feasible.

29

The geographical area of responsibility of the Benton
Harbor Regional Center is Southwestern Michigan.

The

chronological area of responsibility are those students
that have the equivalent of two years of post-high school
education for e n t r a n c e . ^

This implies that the Regional

Center is not in competion with Lake Michigan College
but each recognizes its own area of responsibility.
Alexander-*indicates that cooperation with the commun
ity college and local secondary schools can be beneficial
to the Regional Center since very little use is made of
their classrooms during late afternoons and evenings.
Cooperation also eliminates the duplication of educational
effort which according to Dressel

32

needs careful atten

tion and analysis.
The Western Michigan University Regional Center is
therefore focusing on the degree needs of its constituents
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at both the advanced undergraduate and graduate areas.

Thus,

the Regional Center is fulfilling its role and obligation
to its constituents in Southwestern Michigan.
states,

As G o e r k e ^

"The Regional Center is in the business of re

tailing knowledge.

Whether our customers buy it from

us depends on how we package it, how we display it, how
we advertise, and how we assure its quality."
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CURRICULUM STUDY FOR THE FALL SEMESTER, 1975
In agreement with the prospectus, which is
included in Appendix A, a curriculum study was to be
conducted during the Winter Semester 1975 for a future
session.

Because of the lead time required, Mr. Nisbet

had already determined the tentative schedule for the
Spring Semester and since the curricular requirements
for the summer term would be limited, it was suggested
that the intern prepare a proposed schedule for the
Fall Semester 1975.
The rationale for the proposed schedule of classes
was based upon the utilization of:
1.

The student preference survey conducted during
February 1975.

2.

Past course offerings conducted during the
Fall Semester during the past five years
(1970 through 1974).

3.

Student course requests submitted prior to
February 1975.

4.

Enrollment trends of the Regional Center.

5.

On-campus department degree requirements.

6.

Balancing high enrollment classes with those
classes of probable low enrollment.

16
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Data Collection

In preparation for this study:

(1) A survey was

conducted of the curricular offerings of the Regional
Center for the past five years during the Fall semester.
The result of this survey, which is included in Appendix C,
provided information as to which classes were successful
and the possible sequence of courses which could be offered.
(2) An enrollment survey was conducted on the total
enrollments of the Regional Center as well as the enroll
ment trends for the Fall semester during the past five
years

(1970 thru 1974).

cluded in Appendix D.

The result of this survey is in
(3)

A third survey of enroll

ment trends from 1967 thru 1974, which is included in
Appendix E, yielded information about the growth of the
Regional Center.

(4)

A basic requirement for classes to

"secure" at the Regional Center is that an average of
thirteen students per class be maintained.

The intern,

therefore, conducted a fourth survey of classes which
produced the high enrollment classes during the last five
years.

All of the classes which exceeded the average of

16.85 students per class by fifty percent were taken as
high enrollment classes.

These classes are listed in

Appendix F in chronological order.

The average number of

students per high enrollment class is included in Appendix
G and a rank order of the ten highest enrollment courses
is included in Appendix H.

(5)

Since the main purpose
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of any Regional Center is to provide a relevant curriculum
to its constituents, it was imperative to the curriculum
study to obtain up-to-date course requests from students.
Mr. Nisbet had sent course request forms with all registra
tion materials for the Winter term.
of these requests were returned.

A very small number

Because of this poor

sample return, the intern decided, with the permission of
the Director, to conduct a "Course Preference Survey"
of all students enrolled during the Winter term.

A

copy of this request form is included in Appendix I.

It

was decided that the intern would meet all classes both
at Lake Michigan College and the Regional Center proper
to ask the applicable instructor to administer the
survey.

The survey forms for classes at Lake Michigan

College were left in the Evening College Office and picked
up by the intern the following morning.

For those

classes

conducted in Douglas, Berrien Springs, and Niles, Michigan,
the forms were sent to the instructor and requested to
be returned in the self-addressed stamped envelope pro
vided.

The results of this survey was then tabulated and

is included in Appendix J.
Results
The surveys conducted during the data collection
process provided the necessary informational data to
arrive at the proposed Fall semester schedule.

The
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utilization of the various surveys provided the following
basis for formulating the curricular schedule:
1.

The enrollment surveys allowed a prediction of the
Fall enrollment based upon past enrollment trends.
a.

predicted student enrollment = 300 students

b.

number of classes to be offered = 24 classes
Assumption:

four classes will not secure,

leaving a total of 20 classes which is
slightly greater than the average of 19.20.
c.

predicted number of students per class = 15

The above predictions are based upon past growth.
The effect of the present economy, including
increasing transportation costs will, in the
intern's opinion, cause an increase in the Fall
enrollment.

The above predictions are, there

fore , conservative estimates.
2.

The survey of past curricular schedules during
the Fall semester provided basic sequential
information of course offerings.

The core

courses in Teacher Education have been offered in
the following sequence:

Fall - TEED 602,

Winter - TEED 603, and Spring - TEED 604.

The

course in School Curriculum (TEED 602) has been
offered four out of the last five years during
the Fall semester while TEED 548 Audio-Visual
Media I has been offered every time.
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3.

The survey of high enrollment classes provided
information on which specific classes as well
as which departments have been in greatest demand
by students.

4.

The student preference survey formed the founda
tion upon which the proposed curricular schedule
was determined.
Proposed Schedule for Fall Semester 1975

The proposed schedule includes offerings from
fifteen different departments and are subdivided as
follows:
A r t .......... ,2 classes

HIS T . ..

CAS.......... .2 classes

IND ED.

C - P ...........1 class

P S Y . ...

ED L D ....... ,2 classes

SO C---

EN G ......... ..1 class

SPCH...

ECON..........1 class

SP E D ..

GEOG..........1 class

T E E D ...

G H U M .........1 class
A total of twenty-four classes
Fall semester 1975.

Of these

is proposed for tl

(1) five classes are to

be offered at the undergraduate level (400 and below);
(2) thirteen to fourteen classes are to be offered at
both the graduate and undergraduate level
classes) ; and

(500 level

(3) five to six classes are to be offered

at the graduate level

(600 level classes).
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Recommended Courses for Fall Semester 1975
Art 525

Seminar in Art

(2)

Art 560

Art Ed. for Classroom Teacher

(3)

CAS 170

Interpersonal Comm.

(3)

CAS 570

Personality and Communication

(3)

C-P 586
C-P 580

Topical Sem. in Counseling and
Personnel
or
Princ. and Philos, of Guid.

ED LD 660

Introd. to Ed. Leadership

(3)

ED LD 662

The American Educational Scene
or
School Finance

(3)

ENGL 372

Development of Modern Eng.
or a comparable English course
at the 300 or 400 level.

(4)

ECON 585

Econ. of Sub-Saharan Africa
or
Economic Development
or
Economics of the Soviet Union and
Eastern Europe

(3)

GEOG 203

Geographic Inquiry

(2 )

G HUM 302

American Culture

(4)

HIST 524

The Civil War and Reconstruction
or
Contemporary America: 1940 to
Present

(3)

(2 )

IN ED 545

Teaching Problems in Ind. Ed.
or
Safety Ed. for Industrial Teachers

PSY 624

Personality Theory

(3)

PSY 517

Psychology of Learning for Teachers

(3)

SOC 510

Studies in Social Problems

(3)

ED LD 660

ECON 588
ECON 586

HIST 527
IN ED 646

(2-4)
(2 )

(2 )

(4)
(3)

(3)

(2 )
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SPEECH 595

SP ED 640

Oral Language, Development and
Dysfunction

(2)

Organization and Administration
of Special Classes and Services
for Exceptional Children

(2)

TEED 602

School Curriculum

(3)

TEED 535

Intro, to Teach. Disadv.

(3)

TEED 548

Audio-Visual Media I

(3)

TEED 502

Curriculum Workshop

(1-6)

TEED 250

Human Development and Learning

(4)

TEED 586

Clinical Studies in Reading

(2)

Summary
The curriculum schedule of any Regional Center
must reflect two major obligations of the University:
1.

The obligation to provide relevant courses for
the student.

This implies a curricular schedule

which is student oriented.
2.

The obligation of the University to maintain an
economically solvent position in its continuing
education curricular offerings.

This implies a

curricular schedule which is institutionally
oriented.
It is the role of the Regional Director, as well
as his responsibility, to temper the above obligations
to the needs of both the students and the institution.
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If the curriculum becomes over-balanced with the
student oriented obligation, then the curricular offerings
will ultimately be increased to meet the desires of many
more students and enrollments per class will invariably
drop below the thirteen student per class minimum.

On

the other hand, if the University becomes increasingly
more institutionally oriented, then the diversity of the
curriculum will decrease and only the high enrollment
courses will be offered.

This will tend to decrease the

number of classes which will have an adverse affect upon
meeting the needs of the student population.
The Fall 1975 curricular schedule submitted by the
intern assumes a position of equilibrium between the
institutional and the student requirements.
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FINAL SUMMARY OF INTERNSHIP
The

project experiences acquired by the intern

have been in accordance with the Objectives, as speci
fied in the Prospectus, which is included in Appendix A.
These accumulated experiences are indicated in the
eleven weekly logs which are included in Appendix B.
The results of the experiences lead the intern to
the following conclusions.
The Chief Administrator of a Regional Center must
be a "jack-of-all-trades" and "master of many" to
successfully serve the clientele of his geographical
area.

The Director's duties include, in addition to

the administrative competencies required for the nor
mal operation of the center, such attributes as cust
odian, auto-mechanic, and ombudsman.
The support services of the Regional Center must
provide "jumper cables" to start student's cars which is
just as important to the student as library or audio
visual services.

In carrying out the assigned tasks, the

intern has had occasion to help a student start her
car with the jumper cables after she had come to the
Center for counseling and left her lights on.

On an

other occasion, the intern had to install a light bulb
in the woman's rest room at the Regional Center during
evening classes.

These experiences are only mentioned

24
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at this time to indicate the vast areas of responsibility
which an off-campus administrator has.

These support

functions are not normally considered within the role
of an Extension Administrator, but when conditions
such as the above occur, they are extremely important
to the students affected.
The chief characteristic which the Regional Center
Administrator must possess, or at least develop, is the
attribute of flexibility.

The time allotted for some

procedures is very often lost due to some spur of the
moment crisis.

The work schedule of the center cannot

be formally structured, as students are invariably coming
in with various problems.

If anything is true at the

Regional Center, it is the premise that "the student
comes first" and this is as it should be, since the
University Regional Center exists only for the clientele
it serves.
The intern has gained a variety of administrative,
human relation, and conceptual skills throughout the
eleven week period of the internship.
Of the many skills acquired, the most relevant and
interesting was formulating the 1975 Fall curriculum
schedule.

This involved "starting from scratch" and

developing both the procedures and survey instruments
to reach the final result.

The most frustrating part

of the entire study is the realization that the proposed

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

26
schedule is dependent upon the availability and desire
of the on-campus instructor to come to the Benton
Harbor Regional Center.
The intern hopes that a review of his experiences
throughout the period of this project might serve as an
introduction into the varied responsibilities encompassed
under the title of Regional Director and therefore be
of benefit to a future administrator in this capacity.
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PROSPECTUS FOR SPECIALIST PROJECT
STUDENT INTERN;

Larry James Fairbanks

UNIVERSITY ADVISOR:

Dr. Robert Hellenga

UNIVERSITY SUPERVISOR:
FIELD SUPERVISOR:

Dr. Arnold Ashburn

Mr. Stephen R. Nisbet, Director Western Michigan University Regional
Center - Benton Harbor.

MAJOR FOCUS OF EXPERIENCE:

TIME DURATION:

To assume administrative duties
in the curricular area relevant
to the operation of a University
Extension Center.

Eleven weeks during the Winter Semester
1975 commencing January 6.

PROFESSIONAL G O A L :

Director of Curriculum - Higher
Education

RATIONALE:
The University Extension Center provides a multitude
of administrative experiences in the area of higher educa
tion.
This is necessitated by the fact that the Exten
sion Center, although a local arm of the University,
tends also to be a distinct entity.
In this status,
the center must assume many of the administrative functions
of a large educational institution including:
a.
b.
c.
d.
e.
f.
g.
h.

admissions, applications and registration
financial assistance in a liaison capacity
veteran's assistance
library assistance
placement service
counseling service
academic affairs
operation of the unit

The wide range of functions makes the University
Extension Center, therefore, a particularly valuable
resource in administrative learning experiences for the
intern.
The purpose of the Extension Center, according to
President John T. Bernhard, is to "exist solely to serve
those individuals who desire to become informed citizens
and better trained professionals."
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The Extension Center, therefore, exists to serve the
local residents of Southwestern Michigan and as such must
offer three basic services.
A.

Service to Students
1. Providing relevant classes desired by the
students.
2. Providing counseling in academic affairs
or arranging for such counseling.
3. Providing liaison between the student and
his major department on-campus.
4. Providing logistical support to the student
in:
a) registration - both on and off campus.
b) textbook acquisition.
c) notification of cancelled classes due to
inclement weather or illness of the
faculty member.
d) placement notices.

B.

Service to Faculty
1. Providing rooms for the off-campus Professor
both at the Extension Center and other
available locations.
2. Providing clerical assistance to the
Professor where needed.
3. Arranging for audio-visual equipment and
library resources for the specific class.

C.

Administrative Service - Center Operation
1.
Securing classrooms in cooperation with
Michigan State University with overload
going to adjacent schools.
2. Acting in a liaison capacity between
Western Michigan University and the
Community.
3.
Interpreting the University's philoso
phy and actions to the community through
public relations activities.

The vast majority of the administrative duties
relate either directly or indirectly to the curriculum.
The following objectives of this internship are there
fore focused on administration functions dealing pri
marily with the curriculum.
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A.

ADMINISTRATION AND SUPERVISION
1.

Objective

- to acquire an understanding of the
curricular procedures at the center.
The intern will examine and discuss
with the director these procedures.
The intern will be able to demonstrate
an understanding of the off-campus
curriculum and methods of preparation.

2.

Objective

- To plan for the utilization of class
rooms for a future session.
The intern will correlate the number
of assigned classes with available
rooms.
The intern will be able to recommend
to the director the number of additional classrooms needed for a future
session.

3.

Objective

- To observe present administrative
f u n c t i o n s a n d note possible problem
areas dealing with the curriculum.
The intern will analyze the problem
areas which may arise.
The intern will be able to attack
the problem areas and make recommen
dations to the Director; to follow
up these recommendations with concrete
procedures if agreeable with the
Director.
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B.

HUMAN RELATIONS
1.

Objective - To understand the registration procedure for students.
The intern will supervise the regis
tration of students.
The intern will be able to conduct
registration involving PTC form,
textbook request form, class schedule
and payment of fees.

2.

Objective - To help in the academic counseling
procedure of students.
The intern will be available for stu
dents before class starts and during
breaks for academic counseling.
The intern will be able to perform
academic counseling to students
desiring this service.

3.

Objective - To assist in the supervision of classes.
The intern will meet with individual
professors to assist in logistical
support.
The intern will be able to evaluate,
by questionaire and personal inter
view, the winter semester professors
as to the quality of logistical
support and methods for improvement.

4.

Objective - To arrange for off-campus classrooms
through cooperating school districts.
The intern will survey available
classroom sites - particularly the
Dean of Community Education at Lake
Michigan College.
The intern will be able to correlate
needed classrooms with the survey
to find the most suitable classrooms.

5.

Objective - To work cooperatively using human
relations skills with the extension
team toward a successful meaningful
learning experience.
The intern will assist in matters
which arise and w h i c h c a n reduce
the workload of the extension staff.
The intern will be able to show by
action a positive attitude of'"help
ful participation.
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C.

CONCEPT DEVELOPMENT
1.

Objective - To acquire an increased understanding or the administrative procedures
within an extension center.
The intern will observe the daily
routine of the center and to discuss
perceived, as well as real duties
of the extension staff.
The intern will be able to show
evidence of increased understanding by receiving increased responsi
bilities as the internship progresses.

2.

Objective - To understand the position of the
Extension Center to both the Dept,
of Continuing Ed. and the University
as a whole.
The intern will analyze this relation
ship based on financial support
(budget), line administration, etc.
The intern will be able to discuss
in a well versed manner these rela
tionships as they pertain to the
administrative structure of the
University.

3.

Objective - To understand the relationships
between the classes desired, mini
mum student requirements and avail
ability of off-campus professors.
The intern will discuss these
relationships with the director of
the center.
The intern will be able to produce
a temporary schedule of classes
for a future session based upon
these relationships.

4.

Objective - To review previous curricular
schedules to make predictive
judgements as to possible courses
for a future session.
The intern will examine previous
course offerings and compile
enrollment figures.
The intern will be able to prepare
estimated enrollments for proposed
classes.
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5.

Objective

To determine student needs in
curricular offerings.
The intern will survey present
classes as to desired courses.
The intern will be able to present
in written form the results o£ the
survey as to the most desired courses.

6.

Objective

To assist in the development of
curricular offerings which meet
both the needs of students and
the resourses of the University.
The intern will tabulate and correl
ate the results of the surveys into
a useable form.
The intern will be able to prepare
a future schedule based upon these
relationships in consultation
with the Extension Director.
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APPENDIX B
Weekly Logs For Specialist Project
Week 1 - January 6 to January 13, 1975
Week 2 - January 13 to January 20, 1975
Week 3 - January 20 to January 27, 1975
Week 4 - January 27 to February 3, 1975
Week 5 - February 3 to February 10, 1975
Week 6 - February 10 to February 17, 1975
Week 7 - February 17 to February 25, 1975
Week 8 - February 25 to March 3, 1975
Week 9 - March 3 to March 10, 1975
Week 10- March 10 to March 17, 1975
Week 11- March 17 to March 24, 1975
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SPECIALIST PROJECT -------- WEEK 1
Time
Date______ Hours_______ Spent

Nature of
Prospectus
Activity____________ Goal

1-7-75

2:30-8:30

6 hrs. Registration
Procedure

1-8-75

5:30-10:00

4.5
hrs.

1-9-75

B-l
B-3

Administrative
Operation of
Center.
Registration
Conducted

A-l
B-l
C-l

2:00-9:30

7.5
hrs.

Registered
Students

B-l
B-5

1-10-75 3:00-5:30

2.5
hrs.

Trip to Library
Cont. Ed. Off.

C-2
B-3

Total

20.5 hrs.

Weekly Assessment
The first week of the internship was primarily
devoted to the registration of students for the Winter
Semester.
The registration procedures, at the Center, were
discussed and the intern was given instruction as to the
various registration forms used and the procedures to be
followed.
The intern attended registration for 4 classes
held at Lake Michigan College on Monday evening, two classes
at the Center on Tuesday evening, and four classes (one
at Niles, Michigan and three at Lake Michigan College)
on Wednesday evening.

During these meetings, the intern
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met the Professor and helped with the registration of
students.

Roll had to be taken, since approximately

20 to 30% of the students do not pre-register and this
information is needed to determine if a class will "go"
or should be cancelled.

R eproduced with permission o f the copyright owner. Further reproduction prohibited without permission.

37
SPECIALIST PROJECT

Date

Hours

1-13-75 2:00-10:00

WEEK 2
Prospectus
Goal

Time
Spent

Nature of
Activity

8 hrs.

Assisted with
Counseling.
Registration of
Students.
Discussed Library
with librarian.

B-2
B-l
C-l

1-14-75 2:30-3:30
6:00-9:00

1 hr.
3 hrs.

Reg. of Students
B-l
Assist new
Instructor
B-3
Assist in Academic
Counseling
B-2

1-15-75 2:00-9:00

7 hrs.

Registration
Admin, of Center
Helped with class
cancellations

1-16-75 2:00-4:30

Total

2.5
hrs,

B-l
C-l
A-3

Trip to campus to
meet D r . Ashburn
and discuss intern
ship and make
arrangements for
supervisory
visitation.
B-5

21.5 hrs.

Weekly Assessment
The intern has been given the specific responsi
bilities of meeting classes at the Extension Center Monday,
Tuesday and Wednesday evenings, academic advising where
desired by students and relaying information which the
intern cannot answer to Mr. Nisbet.

Time was spent

with Mr. Sterling Breed and Charles Spaniola from the
Counseling Center who were down counseling in the Health
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Science Program.
Dr. Sharma in Soc. 535 was called home and Dr. Sushi
Datta Sandhu was to take his classes for a few weeks.
The intern was present when she arrived and assisted in
orientation procedures at the Center.
One problem noted was the unavailability of phone
numbers for students in a class.

The registration forms

from campus only list names and social security
numbers.
The intern met each class at the Extension Center
this week to register new students who had not attended
class the first week.

Additional time was spent on the

administrative operation of the Center.

*
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SPECIALIST PROJECT

Date

Hours

WEEK 3
Time
Spent

Nature of
Activity

1-19-75 10:00-12:00
1:00-5:00

6 h r s . Writing
Prospectus

1-20-75

6.5
hrs.

1-21-75

2:00-8:30

3:00-5:00
6 : 00 - 10:00

1-22-75

1:30-8:30

1-24-75 2:30-4:30

Total

Prospectus
Goal

Worked on Survey
Form.
Reg. of Students
Arranged for A.V.
material.
Academic Counsel
ing.

A-l
C-5
B-l
B-3
B-2

2 hrs.

Discussed Center
Operation.
C-l
4 hrs. Discussed Center's
Budget.
A-l
Position of Center
with respect to
A-3
University.
7 hrs. Discussed curri
cular offerings.
Academic Counsel
ing.
Sent out curricu
lar notice.
2 hrs. Academic Counsel
ing.
Center Adminis
tration.

A-l
B-2
B-5
B-2
C-l

27.5 hours

Weekly Assessment
Mr. Nisbet's secretary, Dorothy Bergez, was out
with the flu the entire week.

Much of the time this week

was therefore spent in Administration and daily operation
procedures of the Center.

Among the daily routine was
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helping in the

(1) answering of the telephone;

ing for Audio-Visual needs of instructors;
registration;

(2) arrang

(3) student

(4) textbook acquisition and (5) sending

out curricular material describing two new courses to be
offered.
The absence of the Center's secretary necessitated
a more direct involvement in the Center's operation and
was an extremely good learning experience.
With most of the registration procedures com
pleted, time is now being devoted to explaining the pro
cedures involved in the long range planning, the bud
geting of the Extension Center, sharing of facilities
with Michigan State University and the Twin Cities
Chamber of Commerce.
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-WEEK 4

SPECIALIST PROJECT

Date

Hours

1-26-75 10:00-12:00
1-27-75 2:00-9:00

1-28-75 3:00-8:30

1-29-75 2:00-10:00

Total

Time
Spent

Nature of
Activity

Prospectus
Goal

4 hrs. Writing up In
ternship Log.
7 hrs. Supervisory visi
tation with Dr.
Ashburn.
Ed. Ld. students
of past 4 years.
Academic
Counseling.
Logistical sup
port for Staff.
5.5
hrs.

Logistical support for student
teacher coordin
ators.
Discussed "Uni
versity Without
Walls" program
with Mr. Nisbet.
Continued Survey
of Ed. Ld. Stud.
Logistical Sup
port for Center.

B-5

B-5
C-4
B-2
B-3

B-5

A-l
C-4
B-3

8 hrs. Continued sur
vey of Ed.Ld. Stud.C-4
Made correction
to card file for
a class.
A-3
Supervised Sur
vey Team for "Uni
versity Without
Walls" program.
B-5
Supervised Li
brary - checked
books in and out
for evening
students.
B-2
24.5 hours
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Weekly Assessment
Dr. Arnold Ashburn came down for the super
visory visitation of the Internship.

The Internship

procedures were discussed between Mr. Nisbet, Dr. Ash
burn and the intern.

Dr. Ashburn indicated that the

Educational Leadership Department is considering offer
ing a sequence of courses leading to a Master's
Degree for Extension Centers and that it would be help
ful to the Department to get a list of prior students in
these off-campus classes.

I have begun a survey of

classes offered by the Educational Leadership Depart
ment at the Benton Harbor Extension within the last five
years.

The purpose of the survey will be to provide a

mailing list for a possible follow-up survey of

students

interested in such a program.
Dr. Howard R. Poole, of the Office of Instruc
tional Development, came to the Center on Wednesday
evening to begin a phone survey of the "University
Without Walls Program" for Southwestern Michigan resi
dents.

The intern was given the responsibility of super

vising the office spaces utilized by the phone survey
team, as they are using the telephones of the Chamber of
Commerce Offices as well as the Michigan State University
Extension.
The Registration procedures at the Extension
Center are now complete for those classes which begem on
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January 6.

More time is now being devoted to long range

planning for the extension curriculum in accordance with
the Conceptual Development Criteria as outlined in the
Prospectus.
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SPECIALIST PROJECT ---------Time
Date_______ Hours______Spent

WEEK 5
Nature of
Prospectus
Activity____________ Goal

2-2-75

11:00-1:00

2-3-75

2:30-8:30

6 hrs. Continued working
on Ed.Ld. Survey.
C-5
Supervision of
telephone survey
team "Univ. With
out Walls" program.B-5
Library Logis
tical support for
Instructor.
B-3

2-4-75

3:30-8:30

5 hrs. Discussed with Mr.
Nisbet area of
responsibility of
Extension Center
and Community
College.
Supervision of
telephone survey
team "Univ. with
out Walls" pro
gram.
Logistical sup
port for A.V.
equipment for Dr.
Sharma (Soc. 535).
Reviewed previous
course offerings
of the Extension
Center for the
past 5 years.
(Winter 71
through 75)

2-5-75

2:30-8:30

2 hrs. Internship Log.

6 hrs. Continued Ed.Ld.
Survey.
Logistical sup
port for A.V.
equipment for
Dr. Walker
(TEED 535).
Academic Counsel
ing of Students.

B-5

C-2

B-5

B-3

C-4

C-5

B-3
B-2
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Date

Time
Spent

Hours

Prospectus
Goal

Nature of
Activity
Continued review
of past course
offerings.

2-7-75

3:00-5:00

Total

2 hrs. Administration of
Center.
Write-up of Intern
ship Log.

C-4
B-5
B-5

21 hours

Weekly Assessment
Approximately one-half of the time this week was
devoted to Conceptual Development, in accordance with
the Prospectus.

The concept development took the

form of two survey directions:
1.

An in-depth survey of Educational Leadership courses
for the past 5 years.

2.

A general review of all courses offered within the
past 5 years.

Once these courses have been re

viewed as to student enrollment and trends, pre
dictive judgements can then be made for possible
courses for the Fall semester of 1975.

This general

review will include:
a. A review of trends in total student enroll
ment as well as number of courses offered.
b.

A frequency distribution of the courses offered
most often and those having the greatest en
rollment
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c.

A review of the "Student Preference Sheets”.

d.

A possible survey of the Winter Semester

students

as to desired courses which will supplement the
"Student Preference Sheets".
e.

Preparation of a tentative Fall schedule
on an average of 13 students per class.

based
The

rationale for this schedule is to use the
high enrollment courses to offset those which
may be of lower enrollment to achieve the needed
13 students per class minimum.
The other fifty percent of time on the job was
devoted to

(1) the administrative operation of the Center,

(alleviating the workload of the staff), (2) supervision
of the Evening Classes,

(3) logistical support to the

instructors in Audio-Visual equipment,

(4) academic

counseling of students, and (5) logistical Library
support for students.
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SPECIALIST PROJECT ---------- WEEK 6
Time
Date______ Hours_______ Spent
2-10-75 2:30-8:30

2-11-75 3:00-8:30

Nature of
Prospectus
Activity____________ Goal

6 hrs. Discussed with
Mr. Nisbet pre
sent procedure
for determining
the curricular
schedule.
Administration
of Center.
Logistical
support for
Mr. Gies
(G-HUM 301).
Discussed with
Mr. Nisbet the
procedure of re
lating desired
courses with
availability of
staff.
5.5
hrs.

Extension support
with mailings for
a new Correspon
dence course
TEED 502 "Human
Relations and
School Disci
pline".
Student Academic
Counseling a) V.A. Benefits
and number of
hours for full
time.
b) Graduate en
rollment.
Made arrangements
with D r . Sharma
to give a make
up test to his
student in
(SOC 535) on
Wed. evening,
Feb. 19.

A-l
B-5

B-3

C-3

B-5

B-2

B-3
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Date

Hours

Time
Spent

Nature of
Activity

Prospectus
Goal

Continued work
on course survey
for the Fall
Semester.
2-12-75 2:30-8:30

2-14-75 3:00-5:00

2-15-75 9:00-12:00

Total

6 hrs. Composed a letter
to be used as a
student preference
form for desired
classes.
Logistical support
for A.V. equipment
for Dr. Walker
(TEED 535)
Administration
of Center.
Academic counsel
ing for Spring
classes.
2 hrs. Administration
of Center.
Academic counsel
ing in obtaining
transcripts.
3 hrs. Conducted a sta
tistical analysis
of enrollments at
the Extension
Center.

C-4

C-5

B-3
B-5
B-2
B-5
B-2

C-4

22.5 hours

Weekly Assessment
The administrative learning experiences this
week have been in accordance with the prospectus.

These

experiences have been related to (1) the administrative
operation of the center,

(2) academic counseling of
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students,
staff, and

(3) logistical support for the instructional
(4) supervision of classes.

The general survey of past course offerings at
the Extension Center has led to a degree of frustration,
for after discussions with Mr. Nisbet, it has become
evident that although enrollment trends may be predicted,
there are a number of variables which will affect the
selection of Fall, 1975 classes.
The intern had fully intended, after a careful
survey of past courses at the Extension Center, to be
able to come up with a Fall schedule listing specific
courses and numbers from the various departments.

The

underlying problem is that these courses, even though
student preference sheets and past offerings might indi
cate these classes could effectively be offered, still
depend upon the on-campus instructor's availability
and desire to teach this specific course at this Ex
tension Center.
Mr. Nisbet has explained that because of this
almost total reliance on staff, approximately one-half
of the courses offered are done so by asking the oncampus departments if there is a course that an instructor
would like to teach at the Benton Harbor Extension Center.
For the above reasons, my original curricular
schedule will have to be modified to include alternative
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courses or general curricular offerings such as a "300
or 400 Reading Course" or an "Educational Leadership course
from the 660 series".
A tentative schedule produced in this form might
be more beneficial to Mr. Nisbet in finalizing
the Fall 75 schedule.
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SPECIALIST P R O J E C T ---------- WEEK 7
Time
Date______ Hours_______Spent
2-17-75 2:30-8:30

2-18-75 3:00-8:30

Nature of
Prospectus
Activity____________ Goal

6 hrs. Called Dr.Hellenga and discuss
ed progress of
internship.
C-l
Re-wrote survey
form for students
preference. Ran
off copies.
C-5
Went to Lake Mich
igan College to
administer student
survey to four
classes. (Ind.
Ed. 572, Ed.Ld.-661,
Hist.-521, Psy.623).
C-5
Discussed adequacy
of rooms and audio
visual support with
Dr. Sheffer, Dr.
Brown, Dr. Risher. B-3
Made arrangements
for Mrs. Bergez
to administer the
survey forms to two
classes at the
Center(BED-288
and G-HUM-301).
C-5
Talked to Mr. Max
well , Director of
Evening College,
about collecting
forms.
Made a
correction in their
Master Schedule
for one of our
classes.
A-2
5.5
hrs.

Discussed the student survey with
Mr. Nisbet.
A-l
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Date

Hours

Time
Spent

Nature of
Activity

Prospectus
Goal

Arranged for Mrs.
Bergez to take the
survey forms to LMC
tonight for the
following classesCAS-564, TEED-300,
and TEED-586.
B-5
Administered
the survey forms
to the two classes
at the Extension
(SOC-535, and C-P582).
C-5
Dr. Sharma asked
me to administer
two mid-semester
examinations dur
ing the week.
B-3
Academic counsel
ing of student
for Spring semes
ter.
B-2
2-19-75 2:30-8:30

6 hrs. Academic counsel
ing of student
(Mr. Charles Price)
about returning to
school.
B-2
Wrote a letter to
send along with
survey forms to
those classes not
meeting at LMC or
at the Center.
CAS-535 in Douglas,
DTCH-669 and SOC510 in Berrien
Springs, and CAS-570
in Niles.
C-5
Administered survey
forms to ED LD 660
and PSY 517 at
LMC.
C-5
Discussed adequacy
of rooms and audio
visual support with
Dr. Martin and
Dr. Farris.
B-3
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Time
Date____Hours__________ Spent

Nature of
Prospectus
Activity____________ Goal
Administered test
for Dr. Sharma
to a student.
B-3
Academic advising
at the center upon
returning from
LMC.
B-2

2-21-75 3:00-5:00

2-22-75 12:00-2:00

Total

2 hrs. Discussed weekly
assessment of in
ternship with Mr.
Nisbet.
Administered
mid-semester
exam for Dr.
Sharma.
Discussed with
Mr. Nisbet the
obtaining of
Fall and Summer
schedules from
on-campus.
2 hrs. Write-up of
intern log
and weekly
assessment.

C-l

B-3

B-5

A-3

21.5 hours

Weekly Assessment
This week has been devoted primarily to the
Human Relations and Conceptual Development in accord
ance with the learning experiences as indicated in the
Prospectus.
In the area of Concept Development, much of
the time was devoted to the "Student Survey of Desired
Courses" as proposed under C-5 of the Prospectus.
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The Learning and Work experiences were distributed
among the following a r e a s :
1.

Composing the form to be utilized during
the survey.

2.

Duplicating sufficient copies of this form.

3.

Correlating the number of forms to the
Winter class enrollments.

4.

Meeting individual instructors before their
class and explaining the logistics of ad
ministration and collection.

5.

Collecting the forms.

6.

Composing a letter to those instructors
teaching classes away from LMC or the Center.

7.

Mailing survey forms to these instructors.

The one problem which has arisen in this survey
is the students lack of knowledge of the courses and
numbers to be included on the survey.

This was felt to

be justified since the intent was to achieve as large a
student sample as possible.
In the past, a student preference sheet has
been included with all registration materials, yet,
there has been poor student response in returning these
forms.
The survey of present classes has also allowed
the intern to meet with many of the instructors con
ducting classes at Lake Michigan College and to evaluate
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the logistical support received and methods for im
provement as indicated under Human Relations

(B-3).

These instructors indicated a high degree of satisfaction
with the physical facilities at Lake Michigan College.
The remaining experiences this week were devoted
to

(1) logistical support for instructors

two mid-semester examinations)

(administering

and (2) academic counsel

ing of students.
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-WEEK 8

SPECIALIST PROJECT

Date

Hours

Time
Spent

Nature of
Activity

Prospectus
Goal

2-24-75 2:15-8:15

6 hrs. Discussed with
Mr. Nisbet followup procedures for
students request
ing classes.
A-l
Called Veterans
Admini stration
Office in Detroit
to get up-to-date
benefits for
students.
A-3
Academic advising
of students.
B-2

2-25-75 5:00-9:00

4 hrs. Discussed counsel
ing procedures with
Mr. Earl Borr and
Dr. Owen Middleton
who were down
counseling the
Teacher Education
Students.
B-2
Returned Mid-Sem
ester Exams to Dr.
Sharma.
B-3
Tabulated results
of "Course Prefer
ence Survey" admin
istered last week. C-6
Worked on tentative
Fall schedule.
C-6

2-26-75 2:15-8:45

6.5
hrs.

Tabulated results
of "Course Prefer
ence Survey" as
more forms arrived
by mail.
C-6
Academic advising
of student for
Spring term.
B-2
General Adminis
trative Operation
of the Center.
C-l
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Date

Time
Spent

Hours

Nature of
Activity

Prospectus
Goal

Library logisti
cal support for
students.
Academic advis
ing for tran
scripts .
2-27-75 3:00-5:30

2-28-75 3:00-5:00

Total

2.5
hrs.

Trip to campus
to pick up Gradu
ate Catalogs from
the Graduate Off
ice.

2 hrs. Administrative
operation of the
center.
Reviewed tem
porary Spring
Schedule of
classes.
Made up en
velopes of copies
to all instruc
tors to be de 
livered next week.
Write up of intern
log and weekly
assessment.

B-3
B-2

B-5

C-l

C-4

B-5
A-3

21 hrs.

Weekly Assessment:
This week has been devoted primarily to concept
development.
The "Course Preference Survey" conducted last
week has yielded a large amount of potentially valuable
information.

The value, however, depends upon an evalu

ation of the students requests.

As was previously

indicated during the weekly assessment of week seven,
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the information given by the students in many cases
lacks accuracy.

Some students have indicated the course

title which does not correspond to the department
number, which they also included.

In other cases only

the course title was listed, which then involves search
ing the Graduate and Undergraduate Catalogs for the
department and number.
The intern has begun work on the Curricular Schedule
for the Fall Semester, 1975, in agreement with Goal Six
under Concept Development in the Prospectus.
selection will be based upon:
survey;

Course

(1) the student preference

(2) previous course requests by students;

(3) past trends in course offerings during the last
five years;

(4) utilization of high enrollment courses;

(5) course sequence in the various curriculums.
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WEEK 9

SPECIALIST PROJECT
Time
Spent

Nature of
Activity

Prospectus
Goal

Date

Hours

3-3-75

2:30-8:30

6 hrs. Academic Coun
seling of student. B-2
Subdivided the
tentative Spring
schedule into
sufficient copies
for all classes
this week.
B-5
Met the classes
PSY 623, ED LD
661, and HIST
521 at Lake Mich
igan College to
distribute Spring
schedules of Ex
tension classes.
B-3

3-4-75

4:00-9:00

5 hrs. Wrote a follow-up
letter and ran off
copies to be sent
with registration
materials to those
requesting a class
on the "Student
Preference Sheet."
Academic counsel
ing of a student
graduating from
LMC and wanting to
transfer to
Western.
Logistical support
to Dr. Sharma in
administering two
examinations.
Passed out tenta
tive Spring Sched
ules to students
in C-P 582 and
SOC 535.

3-5-75

2:15-8:45

6.5
hrs.

B-5

B-2

B-3

B-3

Typed up V.A. benefit
forms and ran off
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Date

Hours

Time
Spent

Nature of
Activity

Prospectus
Goal

copies to be dis
tributed to stu
dents.
A-3
Academic coun
seling of stu
dent in proce
dures to obtain
transcripts.
B-2
Worked on the
"Student Pref
erence Survey".
Reviewed those
students who
asked for a class
that the Exten
sion is offering
Spring term.
B-5
Met the ED LD 660
and PSY 517 classes
at LMC to dis
tribute Spring
schedule.
B-3
3-6-75

3:15-8:45

5.5
hrs.

Administered an
examination to
SOC 535 student
who had missed
class Tuesday
Evening.
B-3
Wrote out noti
fications of
classes being
offered which
were requested
by students.
C-5
Met the TEED 604
class at LMC to
distribute Spring
schedules.
Reviewed the Spring
schedule as to
number of class
rooms needed at
B-4
LMC.

3-7-75

3:15-5:15

2 hrs. Discussed center
operation with
Mr. Nisbet.

A-l
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Date

Time
Hours__________Spent

Nature of
Prospectus
Activity____________Goal
Discussed a
question about
the Spring
schedule.
Academic advising
of a student
re-applying for
admission.
Asked Mr. Nisbet
to contact Dr.
Hellenga about
the supervisory
visit.
Handed in the
report of the
classrooms needed
for the S p r ‘ng
term in addx ion
to the extension
classrooms.

A-l

B-2

B-2

A-2

Weekly Assessment
The intern spent a large amount of time this
week on the preparation for the Spring Term.

The

tentative Spring Schedule was completed and Mr. Nisbet
wanted these to be available to those students taking
classes the Winter Semester.

The intern went to

Lake Michigan College three evenings this week to dis
tribute these schedules of the Center.
The intern also reviewed all of the "Student
Preference Forms" received thus far for comparable
courses being offered during the Spring Term.

A

letter was composed and sufficient copies run off to
send this notification to the applicable students.
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These will be sent out as soon as the registration
material arrives from on-campus.
A survey was also conducted of the classroom
requirements for the Spring Term and the results
reported to Mr. Nisbet in agreement with Goal A-2
of the Prospectus.
The administrative experiences gained this week
included (1) student counseling;

(2) logistical support

for instructors in administering examinations; and
(3) general operation of the center.
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SPECIALIST P R O J E C T ---------- WEEK 10

Date

Time
Hours_________ Spent

3-10-75 2:30-9:00

3-11-75 3:00-9:00

6.5
hrs.

Nature of
Prospectus
Activity____________ Goal
Student academic
counseling.
General Adminis
tration of Re
gional Center.
Worked on the
Student Prefer
ence Survey.
Began work on
the proposed
Fall schedule.
Contacted a
student in SOC
535 to come in
for a make-up
examination.

6 hrs. Mr. Nisbet asked
the intern to
pick up Fall
Schedules in the
Admission Office.
Sent out registra
tion material to
students who had
requested a class
that is being
offered in the
Spring term.
Dr. Sharma asked
if he could meet
both March 18 and
19 to finish
u p . The Master
Schedule had no
conflict therefore
Room Two was
assigned.
D r . Sharma also
asked the intern
to give five exam
inations to stu
dents on March 19.
General Adminis
trative duties of
Center Operation.

B-2

B-5
C-5
C-6

B-3

A-l

B-l

B-3

B-3
B-5
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Time
Date_________ Hours_____ Spent

Nature of
Prospectus
Activity____________Goal

3-12-75

2:15-8:45

6.5
hrs.

Academic Counseling of a
student desir
ing Teacher
Certification.
B-2
Discussed the
results of Stu
dent Preference
Survey and
enrollment trends
at the Regional
Center with Mr.
Nisbet in pre
paration for
writing the pro
posed Fall sched
ule.
A-l
Went to Niles,
Michigan to meet
with Soc. 510.
(Registration
material for Spring
term was distribu
ted: the class
was also surveyed
as to how many stu
dents would take
the course G HUM
301 if it was
offered in Niles
during the Spring
term.)
B-l

3-13-75

3:00 - 5:30

2.5
hrs.

Trip to campus to
pick up the Fall
schedules from the
Admissions Office. B-5
Picked up final
evaluation forms
for the intern
ship from the Ed.
Ld. Office.
B-5

3-14-75

3:15-5:15

2 hrs. Discussed the pro
gress of the
internship going
into the last
week.

A-l
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Date

Time
Hours_____ Spent

Prospectus
Goal

Nature of
Activity
Write up of
Internship
Log and weekly
assessment.

Total

A-3.

23.5 hrs.

Weekly Assessment
The experiences accomplished by the intern this
week have been primarily associated with
final results of the surveys;

(1) writing up

(2) preparations for

registration for the Spring term.
The final results of the previously mentioned
surveys, when correlated, will result in the Proposed
Schedule for the Fall term.
The preparations for the Spring term have included
sending out registration materials to those students who
have indicated a desire to be placed on the mailing
list.

In addition, Mr. Nisbet has reviewed his student

course requests and is sending registration materials
to these students with the request form they submitted.
On the request form is listed notification that the
course is being offered during the Spring term.

The

intern has followed this practice for the Student
Preference Survey conducted during Week Seven.
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SPECIALIST PROJECT ----------

Date

Time
Hours__________Spent

3-17-75 2:30-9:00

3-18-75 3:30-9:00

6.5
hrs.

5.5
hrs.

WEEK 11
Nature of
Prospectus
Activity____________ Goal
Mr. Nisbet asked
the intern to
give 3 examin
ations tonight
for Dr. Crawley
in Soc. Wk. 210.
General Adminis
trative duties
of Center Oper
ation.
Continued work
on the Fall
Semester Schedule
for the Center.
Delivered some
brochures on a
Bachelor's
Degree in Law
Enforcement to
Lt. Mike DevineCoordinator at
Lake Michigan
College.
Mr. Nisbet asked
the intern to
pick up the
Summer schedules
of classes from
on-campus.
Received 6 exams
from Dr. Sharma
in SOC 535 to
administer on
Wednesday.
Academic counsel
ing of student
for the Spring
term.
Handed out regis
tration materials
to classes meet
ing at the Center.
Completed Fall
Schedule.

B-3

B-5

C-6

C-l

B-5

B-3

B-2

B-l
C-6

R eproduced with permission of the copyright owner. Further reproduction prohibited without permission.

67
Time
Date_____ Hours_________ Spent

Nature of
Prospectus
Activity____________ Goal

3-19-75

Administered
the examina
tions for Soc.
535.
Discussed the
proposed Fall
Schedule with
Mr. Nisbet and
rationale for
the selection
of those speci
fic classes.
Discussed the
overall intern
ship experiences
with Mr. Nisbet.

3-20-75

3-21-75

2:15 - 8:45

2:00 - 4:30

3:15-5:15

Total

6.5
hrs.

2.5
hrs.

Trip to campus
to pick up
summer schedules
from Admissions
Office.

2 hrs. Student Academic
Counseling.
Delivered
Summer Schedules.
Checked over the
final copy of
the Spring
session listing
of classes at
the Regional
Center.

b -3

A-l

C-l

b -5

b -2
b -5

c-4

23 hours

Weekly Assessment
The last week of the internship was devoted to
finalizing the Fall Semester Schedule for 1975 as well
as many routine matters associated with the normal
operation of the Regional Center.
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The proposed Fall semester schedule for 1975 was
discussed in detail with Mr. Nisbet along with the
intern's rationale for selecting the classes listed.
Three levels of curricular development are being
performed, all at the same time.
1.

A proposed schedule for the Fall Semester.

2.

A tentative schedule for the Summer

3.

Finalizing

Session.

the rooms for the Spring Session.

In addition to the curricular responsibilities, the
Center
1.

(intern) was also involved in:
Compiling registration materials for the Spring
session.

2.

Logistical support for the off-campus faculty,
specifically the administration of final exams
as many classes are finishing up.

3. Logistical

support for the students both in

counseling and library services.
4.

Normal operating procedures of running a
Regional Center.
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LISTING OF COURSES OFFERED THE FALL SEMESTER
(1970 through 1974)
Fall 1974

Fall 1973

Fall 1972

Fall 1971

Fall 1970

ART 555

CAS 540

BIOL 530

ACCT 324

ACCT 310

ART 560

CAS 564

CAS 564

CAS 564

C-P 686

CAS 535

ENG 555

CAS 631

ECON 512

C-P 582

CAS 570

GEN HUM 315

C-P 580

C-P 685

ENG 270

ECON 587

HIST 310

ECON 585

ED LD 661

ENG 223

HIST 523

PE 640

ED LD 660

ENG 340

GEN STUD 400

HM EC 220

PSY 623

ENG 499

GEN STUD 110 GEN STUD 304

IND ED 545

SCI 610

GEN STUD 400 GEN STUD 304 HIST 310

MUS 650

SOC 576

GEOG 380

GEN STUD 400 POL SCI 506

PE GR 640

SP ED 530

GEOG 510

POL SCI 310

POL SCI 340

PSY 150

TEED 250

HIST 508

PSY 517

PSY 510

PSY 624

TEED 442

HIST 523

SOC 510

PSY 250

TEED 310

TEED 535

POL SCI 557

SP ED 532

SOC 590

TEED 507

TEED 548

PSY 624

TEED 250

SOC 510

TEED 548

TEED 586

SP ED 530

TEED 535

SW 572

TEED 602

TEED 602

TEED 250

TEED 548

SP ED 588

TEED 656

TEED 535

TEED 603

SP ED 532

TEED 698

TEED 548

TEED 602

TEED 250

TEED 603

TEED 507

TEED 643

TEED 548

TEED 669

TEED 535
TEED 602
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Total Enrollment of Benton Harbor Regional Center

Fall

1966

229

10 classes

1967

484

31 classes

1968

799

48 classes

1969

912

54 classes

1970

1106

63 classes

1971

1050

66 classes

1972

1026

65 classes

1973

1103

60 classes

1974

1133

69 classes

7852

466 classes

Totals

Total average number of students per class = 16.85
Enrollment Trends for Past Five Years
(1970 through 1974) for the Fall Semester
Fall 1970

331 Students

22 classes 15.05 stud./class
(27.31% inc. over Fall 1969)

Fall 1971

310 Students

18 classes 17.22 stud./class
(6.34% dec. under Fall 1970)

Fall 1972

294 Students

21 classes 14.00 stud./class
(5.16% dec. under Fall 1971

Fall 1973

281 Students

16 classes 17.56 stud./class
(4.42% dec. under Fall 1972)

Fall 1974

287 Students

19 classes 15.11 stud./class
(2.14% inc. over Fall 1973)

Avg. students per Fall semester = 300.60
Avg. no. of Fall classes = 19.20
Avg. no. of stud./class = 15.66
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SUMMARY OF ENROLLMENT TRENDS
AT THE BENTON HARBOR REGIONAL CENTER

Year
1967

Semester
Fall

No. Of
Classes

Stud./
Class

216

13

16.62

Summer

52

4

13.00

Winter

226

14

16.14

494

31

293

18

16.28

Spring

194

10

19.40

Summer

30

3

10.00

282

17

16.59

799

48

Total
1968

No. of
Students

Winter

Fall
Total

Avg. 15.94

Avg. 16.65

Student enrollment in 1968 increased 61.74% over 1967

1969

Winter

243

15

16.20

Spring

299

16

18.69

Summer

110

5

22.00

Fall

260

18

14.44

912

54

Total

Avg. 16.89

Student enrollment in 1969 increased 14.14% over 1968

1970

Winter

298

16

18.69

Spring

379

16

23.69

Summer

98

9

10.89

331

22

15.05

1106

63

Fall
Total

Avg. 17.56

Student enrollment in 1970 encreased 21.27% over 1969

R eproduced with permission of the copyright owner. Further reproduction prohibited without permission.

Year

No. of
Semester Students

1971

Winter

322

21

15.33

Spring

265

15

17.07

Summer

162

12

13.50

Fall

310

18

17.22

1050

66

Total

No. of
Stud./
Classes_________Class

Avg. 15.91

Student enrollment in 1971 decreased 5.06% under 1970
1972

Winter

259

15

17.27

Spring

329

19

17.32

Summer

144

10

14.40

Fall

294

21

14.00

1026

65

Avg. 15.78

Total

Student enrollment in 1972 decreased 2.29% under 1971
1973

Winter

314

17

18.47

Spring

315

15

21.00

Summer

193

12

16.08

Fall

281

16.

17.56

1103

60

Avg. 18.38

Total

Student enrollment in 1973 increased 7.50% over 1572.

1974

Winter

358

19

18.84

Spring

353

22

16.05

Summer

135

9

Fall

287

19

15.11

1133

69

Avg. 16.42

Total

15.00

Student enrollment in 1974 increased 2.72% over 1973
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COURSES WITH HIGH ENROLLMENTS FROM FALL 1970 THROUGH 1974
A high enrollment course is defined as one having
a 50% increase i
over the average.

The average enrollment

per class is 16 .85; therefore, only those classes
exceeding 25.28 students per class are! considered as
high enrollment classes.
Department
and Number

Class En
rollment

Semester

Intro, to Non-West
World

29

F-70

TEED 602

School Curriculum

36

F-70

TEED 604

Psy. Found, of Ed.

32

W-71

TEED 615

Sem. in Thg. Read.

31

W-71

TEED 300

Teach, and Learn.

27

W-71

TEED 602

School Curriculum

40

Sp-71

TEED 514

Nursery Kinder.

27

Sp-71

TEED 502

Curr. Workshop

38

Sp-71

TEED 610

Guid. Child. Dev. in
Elem. School

30

Sum-71

Intro, to Teach.
Disadv.

27

Sum-71

TEED 602

School Curriculum

35

F-71

TEED 502

Extern Class
Teachers)

37

W-72

Criticism of Mass
Media

28

W-72

Psy. Found, of Ed.

34

Sp-72

Gen. Stud.

Title
304

TEED 535

Gen. Stud. 403
TEED 604

(Prob.
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Class En
rollment Semester

Department
and Number

Title

TEED 502

Open Classroom

66

Sp-72

TEED 502

Extern Class of Exp.
Teach.

41

Sp-72

Art 650

Art Ed. Workshop

27

Sum-7 2

TEED 603

Soc. and Phil. Found,
of Ed.

40

F-72

TEED 548

Fund, of A.V. Media

26

F-72

TEED 535

Intro, to Thg. Disadv.

31

F-72

Gen. Stud. 400

Human Comm.

28

F-72

TEED 604

Psy. Found, of Ed.

45

W-73

TEED 502

Extern. Class

45

W-73

TEED 502

Extern. Class

30

W-73

TEED 602

School Curriculum

37

Sp-73

TEED 586

Clin. Stud, in Read.

38

Sp-73

TEED 507

Thg. of Soc. Stud.

33

Sp-7 3

TEED 502

Open Classroom

29

Sp-73

CAS 600

Listening

26

Sp-73

Art 650

Workshop in Art

37

Sp-73

TEED 610

Guid. Child Devel.

31

Sum-73

CAS 564

Creat. Dramatics

34

F-73

TEED 602

School Curriculum

40

F-73

TEED 586

Clin. Stud, in Read.

42

F-73

TEED 603

Soc. and Phil. Found,
of Ed.

39

W-74

TEED 587

Ed. Ther. in Read.

26

W-74

TEED 502

Curr. Workshop

26

W-74
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Department
and Number

Title

Class En
rollment Semester

Psy. of Learn, for
Teach.

27

W-74

ED LD 660

School Princ.

29

W-74

CAS 570

Pers. and Comm.

28

W-74

TEED 604

Psy. Found, of Ed.

38

Sp-74

TEED 597

Read, and Rel. Lang.
Exp.

44

Sp-74

PE GR 516

Issues in Health

32

Sp-74

CAS 600

Listening

33

Sp-74

TEED 615

Sem. in Thg. of Read.

TEED 602

School Curriculum

42

F-74

CAS 570

Stud, in Comm.

26

F-74

CAS 335

LeadershiD

29

F-74

PSY 517

26

Sum-74
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AVERAGE STUDENTS PER CLASS IN HIGH ENROLLMENT CLASSES

Department/Number

Average Students
per class______

ART 650

32

CAS 335

29

CAS 564

34

CAS 570

27

CAS 600

29.5

ED LD 66 0

29

GEN STUD 304

29

GEN STUD 400

28

GEN STUD 403

28

PE GR 516

32

PSY 517

27

TEED 300

27

TEED 502

40.86

TEED 507

33

TEED 514

27

TEED 535

29

TEED 548

26

TEED 586

40

TEED 587

26

TEED 597

44

TEED 602

38.3

TEED 603

39.5

TEED 604

37.25
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RANK ORDER OF THE TEN HIGHEST ENROLLMENT COURSES OFFERED
MORE THAN ONCE IN THE LAST FIVE YEARS

Rank

Avg. Students
per class

Dept./No.

Course Name

1

TEED 502

Curriculum Workshop

40.86

2

TEED 586

Clinical Stud, in Reading

40.00

3

TEED 603

Soc. and Philos. Found.

39.50

4

TEED 602

School Curriculum

38.30

5

TEED 604

Psy. Found, of Ed.

37.25

6

ART 650

Workshop in Art

32.00

7

TEED 610

Guid. Child Devel. in
Elem. Sch.

30.50

8

CAS 600

Listening

29.50

9

TEED 535

Intro, to Teach. Disadv.

29.00

CAS 570

Stud, in Communication

27.00

10
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STUDENT PREFERENCE SURVEY FORM
March 18, 1975

Dear Student:
In an attempt to better serve your Educational needs, I
am requesting that you take a few minutes and indicate
those classes which you would like offered at the Benton
Harbor Extension Center for the following semesters or terms.
Indicate the Department Course Number, Title of the Course,
and hours of credit, if known.
Please be advised that we can offer almost any course pro
vided :
1.
2.
3.

a minimum student enrollment of thirteen (13)
is achieved.
a qualified Instructor is available from the
ON CAMPUS Staff.
special physical facilities are available, if
needed, for the course (i.e., laboratory, etc.)

FALL 1975

1.
2.
WINTER 1976

1.
2.

SPRING 1976

1.
2.
SUMMER 1976

1.
2.
NAME _________________________________________
ADDRESS
PHONE
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RANK ORDER OF DESIRED CLASSES FROM STUDENT
PREFERENCE SURVEY
1.

ED LD 660 Introduction to Ed. Leadership

(3)

2.

Speech 595 Oral Language Development
and Dysfunction

(2)

3.

C-P 687 Group Procedures in Ed.

(2)

4.

SP. ED 640 Organization and Administration
of Special Classes and Services for
Exceptional Children

(2)

5.

ED LD 660 School Finance

(2)

6.

TEED 604 Psy. Found, of Ed.

(3)

7.

TEED 602

(3)

8.

CAS 570 Stud, in Communication

(3)

9.

ED LD 660 School Law

(2)

10.

CAS 564 Creat. Dram, for Children

(4)

11.

TEED 502 Curriculum Workshop

(1-6

12.

C-P 580 Princ. and Philos, of Guidance

(2)

13.

TEED 603 Soc. and Philos. Found, of Ed.

(3)

14.

C-P 584 Elem. School Guidance

(2)

15.

ED LD 661 Teacher Admin. Relations

(3)

16.

ED LD 662 Contemp. Ed. Scene

(3)

17.

C-P 687 Group Proced. in Ed.

(2)

18.

TEED 548 Audio Visual Media I

(3)

19.

TEED 514 Nursery-Kinderg. Ed.

(2)

School Curriculum
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